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JoHN H. MERRILL
SECRETARY OF STATI

Dear Prospective Intern:

Thank you for your interest in serving as an intern with the Alabama Secretary of State’s
Office. The provided materials will give you some additional information about our agen-
cy and the responsibilities handled therein.

Please follow the provided instructions to complete the essay and internship application.
You will also be required to provide a letter of recommendation from your accredited
four-Year university or community college. Please submit the completed information, as
requested.

The interns chosen for this great opportunity will be notified by mail and email if select-
ed to participate in this year’s program.

I hope this opportunity will be valuable to your transition into the workforce. I know the
experience received during this time will prove beneficial to your future endeavors. We
look forward to working with you.

Sincerely,

EL\ WML

John H. Merrill
Secretary of State



DUTIES OF SECRETARY OF STATE

The Secretary of State is responsible for the following duties:

* Processing and filing documents that are public records that contain the official Great Seal of Alabama
» Serves as the Chief Elections Official for the State of Alabama
* Primary repository of official records
* Maintains records of land transactions and ownership
* Maintains filing of commercial liens and registers new businesses:
-Reserves entity names
-Certificates of Existence
* Maintains official copies of state documents:
-Actual official copy of the State Constitution
-Formal copies of legislative acts enacted into law
-Executive orders issued by the Governor
-Regulations and interpretations of statutes issued by state regulatory agencies.
* Maintain records of land transactions and ownership

The duties listed above are only a small portion of the responsibilities maintained by the Secretary of State’s
Office.

Divisions

Executive - Many of the executive records have both the signatures of the Secretary of State and of the Gover-
nor because the Secretary of State serves as the Governor’s personal notary public. When the Secretary of State
is witnessing the Governor’s signature, the Great Seal of Alabama is used as the “notary” seal. Included in this
type of executive records are writs of arrest, contracts, deeds, and leases. Other executive records include list-
ings of abandoned vehicles found in the state, information on municipal incorporations, and the names of all the
notaries public registered in Alabama.

Business Services - Business Entities staff members reserve names of businesses that incorporate to do business
in Alabama. The state has about 200,000 corporate filings, and staff members usually get about 300 requests
each day for information in those files. The Uniform Commercial Code (UCC) Section maintains more than
220,000 financing statements that are filed by attorneys and banking institutions.

Elections -The Secretary of State is Alabama’s “Chief Election Official.” The Secretary of State is given many
different election duties under state law. Election records include vote totals, certified ballots, and records show-
ing how much money candidates and political committees raised and spent during an election. Copies of certifi-
cates of election, commissions, and oaths of office are also on file for many elected officials.

Information Systems -The Information Systems Division provides technical support for the Secretary of State’s
Office and maintains the agency’s cybersecurity and online records.

Legal -The legal staff is responsible for ensuring that the office remains in compliance with the Ethics Commis-
sion, oversees pending law suits, and investigates and responds to all voter fraud and complaint reports submit-
ted by the public, amongst other duties.

Authentications, Trademarks, & Lands/Government Support -This division applies apostilles and certifica-
tions to documents that are needed for foreign use, certifies documentation needed for international adoptions,
maintains thousands of lands records, and oversees the process for trademarks, service marks, and trade names.



Basic Internship Information

This opportunity will allow interns to integrate classroom theory into practical principles in a work environment
and will give them diverse knowledge in areas handled by the Secretary of State.

Objectives for Internship

» This internship will mainly focus on election practices and business entities
*  Meet requirements set by Secretary of State and Chief of Staff

» Assisting other employees with the Secretary of State Office as needed

* 360 hours (9 weeks) or more should be completed by the intern

Site and Supervisor Responsibilities

Providing an experience-The interns will be given instructions on various tasks around the office. These respon-
sibilities will include deadlines with sufficient time of completion. You will be assigned a work area and suffi-
cient materials to complete all tasks.

Providing supervision and mentoring-The intern will have a direct supervisor who will provide assignments
and guidance during the program. The supervisor is there to answer any questions you may have relating to the
assigned tasks.

Goals and Objectives-The goal of this internship is to provide an informative and edifying experience for all

participants in the program. The intern will have an opportunity to work with other Secretary of State personnel
to prepare for upcoming events.

Responsibilities

* Assist with clerical and administrative needs of the office as a whole

» Assist Executive Staff with writing, editing, and preparation of laws

* Assist in answer incoming calls for the Secretary of State’s Office

* Aid in the gathering of information regarding the number of registered voters

* Aid in researching and analyzing the elections laws of the Alabama Code and Federal Election laws as need-
ed



Compensation

The intern will be paid on an hourly basis, approximately $8.44 per hour worked. The office hours for this posi-
tion have been listed below.

Work Schedule

The workday begins at 8:00 a.m. and ends at 5:00 p.m., Monday through Friday. All employees of the Secretary
of State’s Office are expected to be at their work stations at the time designated as their regular work schedule.

Students’ Responsibilities

» Please direct all questions to your supervisor or their appointee upon their absence
* The intern will complete job assignments in a timely manner

* Notify your supervisor when assistance is needed

* Please make a note of any questions you may have for feedback

Student Information Request

Please provide a letter of recommendation from an accredited four-year college/university to be considered for
this internship. The letter must be received before you can be considered. There is an essay requirement, as well.
Please see the following information to learn how to apply for the internship.



Housing Arrangements:

All interns will be responsible for their housing arrangements, for the State of Alabama cannot legally provide
housing. Please see the list below for a few recommendations.

School Accommodations

Auburn University Montgomery
7430 East Drive

Montgomery, Alabama 36117
Phone: 334-244-3296

Email: housing@aum.edu

Website: http://www.aum.edu/campus-life/housing-and-dining/housing-and-residency

Faulkner University

5345 Atlanta Highway

Montgomery, Alabama 36109

Phone: 1-800-879-9816 x 7184

Email: housingoffice@faulkner.edu
Website: https://www.faulkner.edu/housing/

Huntingdon College

1500 East Fairview Avenue
Montgomery, Alabama 36106

Phone: 334-833-4042

Email: spalek@hawks.huntingdon.edu

Website: https://www.huntingdon.edu/campus-life/residence-life/

Apartments/Extended Stays

Capitol Towers

7 Clayton Street
Montgomery Alabama, 36104
Phone: 334-832-1854

In-Town Suites

3670 Richard Road

Montgomery, Alabama 36111

Phone: 334-280-2120

Website: https://www.intownsuites.com/extended-stay-locations/alabama/montgomery/richard-road/

Summerchase Apartment House
100 McQueen-Smith Road
Prattville, Alabama 36606

Phone: 334-365-4999

Website: https://www.summerchaseofprattville.com/



Alabama Secretary of State Internship Guidelines

The Alabama Secretary of State’s Office will hire a select number of college students to serve as interns during the
summer. Participating students will have the opportunity to gain work experience in a state government office, as well
as develop and enhance their communication, comprehension, business, and writing skills. All applicants must fall
under the following criteria:

* 18+ years old by the day of application
e full-time, undergraduate college or law student in Freshman year or higher

To apply, please fill out the two-page application, and submit an essay that adheres to the following guidelines:

* Topic: What are the three biggest problems facing our state, government, or nation today?

e 350+ words

* MLA format with Times New Roman 12 font

* Five or more paragraphs consisting of an introduction, at least 3 supporting paragraphs, and a conclusion;
the introduction paragraph should move from general to specific and contain a thesis statement that lists
the forthcoming points of the essay

* In-text citations and Works Cited page required

* The essay must be written by the student applicant. Plagiarism and ghost-written works will not be accept-
ed.

Please submit all materials to Chief of Staff David Brewer via email at
David.Brewer@sos.alabama.gov or mail to:

Mr. David Brewer
ATTN: Brittany Hamilton, Elections Analyst
Office of the Secretary of State
P.O. Box 5616
Montgomery, AL 36103-5616

*Note: Upon selection, each student is required to complete the full internship program and all the assigned
responsibilities, while maintaining consistent punctuality and professionalism. Inappropriate, unprofession-

al, and disrespectful behavior will result in termination of the internship. Please also be sure to complete the
Application for Examination form at the end of this packet, and submit it to the Secretary of State’s Office
with your internship application. Completion of the Application for Examination ensures that we can quickly
submit your information to the State Personnel Department for approval of your temporary employment as an
intern, if you’re selected. Applicants who fail to complete the Application for Examination will not be consid-
ered for the internship.




Alabama Secretary of State Internship Application

*Personal Information*

Please Print.

First Name: MI: Last Name:

Preferred Name: Age: (*Must be 18 or older to apply.)

Date of Birth: / / Date of Application: /

Home Address: City: State: Zip:

Current Address: City: State: Zip:
(*Leave blank if same as home address.)

Home Phone: Cell Phone:

Email:

*Emergency Contacts:

Name: Relation:
Phone Number:
Name: Relation:
Phone Number:

*Please list any medical concerns:




Alabama Secretary of State Internship Application

* Academic Information*

Please Print.

Name of College/University:

Major: Minor:

School Year: Freshman Sophomore Junior Senior Law School
(*Check one.)

Will you receive college credit for this internship opportunity?: YES NO (*Check one.)

Academic Advisor’s Name: Phone #:

*Previous Job Experience:

*What do you hope to gain/learn from this internship?:

*Rate the following SOS Divisions in your order of interest:

Elections: Business: Legal Staff: Information Systems (IT):

*If selected, please indicate the dates you would like to start and finish.

Start Day

Last Day
*I hereby confirm that all the provided information is accurate, and if chosen, I agree to complete all required responsibilities

and tasks as given by the Alabama Secretary of State’s Office, while maintaining the utmost professionalism. I also agree to
complete the internship in its entirety, unless unexpected circumstances prevent me from doing so.

Applicant’s Signature: Date: / /
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Alabama Secretary of State Internship Application Checklist

*Please submit the following items:*

Recommendation Letter

Essay & Works Cited

Completed Internship Application

Completed Application for Examination

*Please note that all the above materials are required in order to receive acceptance into the program.




Allalbamea Secretary off
State’s Offfice
Sunmer Imterms/mip

Alabama Secretary of State John Merrill is looking for interns to work
within the office during the Summer of 2021. If you are 18 years or older
and currently enrolled as an undergraduate or law student, or if you know

someone who fits this criteria and may be interested in applying, please see
our internship application at sos.alabama.gov.

When is the deadline to apply?
All applications and requested materials must be received by February 1, 2021.

Are the essay and recommendation letter mandatory?

Yes. Applicants who do not submit a completed essay along with at least one letter of recommendation from their
school advisor or professor will be immediately disqualified. Essays that do not adhere to the assigned topic and
word count are also subject to immediate disqualification.

Is this a paid internship?
Yes. All interns will be paid on an hourly basis. The pay will be approximately $8.44 per hour worked.

How long will I have to work each day?

The office hours are 8 a.m. to 5 p.m. Monday through Friday and other times as designated, and each employee and
intern is allowed a one-hour lunch break each day. Interns must set their work schedules with the Chief of Staff to
fit within this time frame. Regardless of the number of hours worked each day and week, all interns are required to
work at least 360 total hours (9 weeks) to complete the internship.

Do I have to be a resident of Alabama to apply?
No.

Where can I stay if I don’t reside within or near Montgomery?
Please see the page on “Housing Arrangements” in the internship packet. You will be responsible for arranging your
housing.

When will I be notified about whether or not I was chosen for the program?
You will receive an emailed and mailed copy of your internship status letter no later than March 1, 2021. Please be
sure to include a valid email and mailing address in your application.

If chosen, which Secretary of State Division will I be assigned?

Your assigned division depends on your preference and field of study, as well as the demand of assistance needed
within the office. Most interns work within the Elections and/or Executive Divisions, but some may work within
Business Services, the Legal staff, or Information Systems. Those who wish to work within the IT Division (Informa-
tion Systems) will be subject to complete a background check by the Alabama Law Enforcement Agency.

If you have additional questions, email Brittany Hamilton at Brittany.Hamilton@sos.alabama.gov or call the
Secretary of State’s Office at 334-242-7200.
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